HOUSING ACT 2004
HMO Licensing
Guidance notes to assist applicants in completing
the on-line licensing application form for a House in
Multiple Occupation (HMO)
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Logging on for the first time
1. Click on the “Apply Now” button.

2. Choose either the ‘Apply for Mandatory’ or ‘Apply for Additional’ button depending on
the type of licence required.
a. For further details about mandatory and additional licensing refer to the NBC
website.
b. If you need confirmation whether your property will require an HMO licence
refer to the NBC website and complete a “Does my Property Require a HMO
Licence?” form.
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3. Enter and re-type your email address.
4. Set a password - the password must have a minimum of 10 characters and
contain at least one uppercase & lowercase letter and at least one number.
5. Click the “Apply Now” button.

6. An email will be sent to the applicant’s inbox to confirm that an application for an
HMO licence has started. The email will give a code and a link to continue the
application if it needs to be resumed at a later date.
7. Click on “Start New Application” – Go to page 8 for guidance on how to fill out the
application.
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Logging into an existing account
1. Click onto the Log in option (located under the ‘House in Multiple Occupation’ title at
the top of the page.

2. Enter your email address and password and select ‘Login’
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3. If you have forgot your password, select ‘Forgot Password’.

4. Enter your email address and select ‘Get Password’. An email will be sent to your
inbox with instructions to reset your password.
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5. There is the option to ‘Resume a previous application’ by clicking on the link at the
bottom of the page.

6. Enter your email and code (the code will have been sent in an email when the
application was first started).
7. Press the ‘Continue’ button. Go to page 8 for guidance on how to fill out the
application.
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8. If you no longer have the code, then click on the “Forgot Code” button.

9. Enter your email address. There will be two options “Send Codes for Applications I
Need to Action” or ‘Send all my codes’. Select whichever is appropriate.
10. A message will be sent to your email account listing the codes requested.
11. The ‘Back’ button takes you back to the previous screen.
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My Account
1. When an account has been created there is the option to select Account

2. Here you can view details of all your applications
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Application for an HMO Licence
All fields marked with an asterisk (*) are required

Section 1 – Property Address – Address of the property to be licensed.
1. Enter the relevant postcode and press <Enter> or the ‘Lookup Postode’ button.
2. Click on the drop-down arrow and select the relevant address. An example is given
below:

3. When you have selected the relevant address click on the ‘Use Selected’ button.
4. Alternatively, you can press the ‘Cancel’ button and enter another postcode.
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5. The address fields have now populated.
6. There is the option to clear, restore, check or save your answers. These options are
marked up in red at the bottom of every section.
7. The UPRN field is an internal reference and is read only.
8. If the correct address has been listed, click on the ‘Next’ button.
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Section 2 – Applicant details
1. Select which of the following applies to the application by clicking on the drop-down
arrow and selecting either ‘New (first application)’, ‘Renewal’ or ‘Variation’.

a. If ‘renewal’ is selected, an expiry date of the current licence needs to be
entered. This can be done manually (e.g. 06/07/2019 for 6th July 2019), or
you can click on the calendar icon and select the date.
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b. If ‘Variation’ is selected, a date of issue for the current licence needs to be
entered (either manually or by clicking on the calendar icon). There will also
be a free text boxes to indicate the ‘Variation requested’ and ‘Reason for
variation’

2. Click on the drop-down box and select “Who is making the HMO licence application’
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a. If ‘Individual’ is selected the full name and contact details of the person
making the HMO licence application (the applicant) must be filled out. If the
applicant is also the proposed licence holder then they MUST have a UK
address.
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i. There is the option of adding more contact numbers, if applicable, by
clicking on the ‘Add Another’ button

b. If ‘Limited Company’ is selected, a registered company name, number,
names and contact details of the directors as well as the applicant details
needs to be filled out.
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i. There is the option to add more directors by clicking on the ‘Add
Another” button under the email address.

c. If ‘Managing Agent’ is selected a name of the managing agent and
registration number as well as the applicant details needs to be filled out.

d. If ‘Charity’ is selected, the name of the charity, registration number, names
and contact details of the trustees as well as the applicant details needs to be
filled out.
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i.

There is the option to add more trustees by clicking on the ‘Add
Another” button under the email address.

e. If ‘Other’ is selected, then fill out the ‘Full Information of other legal entity” free text
box.

3. Interest in the HMO property being licensed. Click on the drop-down arrow and
select the applicable option.

i.

If ‘Other’ is selected, then enter the applicant’s interest.

Once all the details are completed click on ‘Next’ to proceed or the ‘Previous’ button (if you
need to go back).
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Section 3 – Proposed licence holder details –
1. Select either “Yes” or “No”.

2. If ‘No’ is selected then fill out the name, DOB, address and contact details of the
proposed HMO licence holder
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3. If ‘Yes’ is selected then continue to the next question.

4. The law says that the proposed licence holder must disclose details of all licensed
HMOs which they control. If ‘Yes’ is selected from the drop-down arrows, then fill out
the details.
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5. If there is a person other than the applicant or proposed licence holder who will be
managing the property then enter their details
a. A Manager is a person, or a company appointed by the landlord expressly for
the purpose of managing the house. The manager could be an employee of
the landlord. If no separate manager is appointed, then the landlord will also
be the manager.
b. The manager will act under the instructions of the landlord and will have
powers and duties given to him by the landlord. The manager must have at
least the following powers:
• to let to tenants and terminate tenancies in accordance with the law;
• to access all parts of the premises to the same extent as the landlord;
and
• to be authorised to approve expenditure of up to 25% of the yearly
rental income of the property for necessary repairs, etc.
c. The manager must be able to travel to the property within a reasonable time
unless there are other arrangements in place to cover every eventuality that
may otherwise demand his or her presence.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 4 – Ownership Details
1. If there are any additional owners of the property, then select ‘Yes’ in the dropdown option. Then select whether they are an Individual, Limited Company,
Managing Agent, Charity or Other and complete as appropriate.

2. Click on the drop-down arrow and select the person who is having control of the
HMO property being licensed.
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3. If there is a person who has agreed to be bound by a condition in the licence, then
select ‘Yes’ and fill out their details.

4. If there is a leasehold then select ‘Yes’ and enter the details of the person(s) that
holds the leasehold.
a. Leasehold means control of the property by virtue of a lease. The owner of
a property can agree to grant control of the property to some other person or
body for a specific period of time. The leaseholder acquires the rights and
obligations as set out in the lease agreement, usually to the same extent as
the freeholder. The Council will only accept legally binding leases.
If the Council has to serve a notice on the person having control of a property,
there is often an obligation for the Council to advise other people who have
an interest in the property that a notice has been served.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 5 – Description of Property
1. Indicate the type of house for which the application is being made and the
approximate year of construction by clicking on the drop-down arrows and selecting
the option relevant to the property.

2. Click in the relevant boxes to Identify all the storeys that comprise the HMO.
a. basements if they are used or are capable of being used for habitation or if
tenants have regular access to them, even if it is just to allow them to switch
off gas, electricity supplies, or for use as a games room or for storage
purposes, etc.;
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3. If ‘Yes’ is selected on whether the property is currently operating as a house in
multiple occupation (HMO), then you will be asked when the property first became
an HMO and whether the HMO has continuously operated as an HMO since the date
provided.

4. If ‘No’ is selected on whether the property is currently operating as a house in
multiple occupation, then you will be asked when the property will start to operate as
an HMO.

5. Confirm that you have appropriate public property liability landlord insurance by
clicking ‘Yes’ or ‘No’ in the drop-down option.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 6 – Accommodation and Amenity Details
1. Enter the number of habitable rooms in the HMO.
a. Habitable rooms are rooms capable of being used for everyday

activities. Such rooms would include all living accommodation and
sleeping accommodation but would exclude kitchens, bathrooms,
conservatories porches and unconverted basements.
2. Click on the drop-down arrow and select either ‘Yes’ or ‘No’ to the question on
whether the house is divided into flats.

3. If ‘Yes’ is selected, then state the number of flats which are self-contained and the
number that are not self-contained.
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Amenities – Give the total number in the HMO of the following amenities

Shared Kitchen facilities – click on the question mark icon which will give guidance on
kitchen facilities. Then click on the drop-down arrow to select the appropriate number

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 7 – Provisions for Heating
1. Click on the check boxes to indicate provisions for room heating.

2. For further guidance on adequate natural lighting and ventilation click on the question
mark icon.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 8 – Occupation Details
1. Click on the question mark icon for a definition of a household
2. If ‘Yes’ is selected to the question does the landlord or proposed licence holder live in
the premises you will be required to give a brief explanation, including full names.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 9 – Gas, Electrical, EPC and Fire Safety
1. Click on the drop-down arrows and select either ‘Yes’ or ‘No’ to the questions.
a. Gas supply – If the property has gas you will be required to upload a clear
copy of the current “Landlord’s gas safety record” (which is known to most
landlords as a “Gas Safety certificate”) in Section 14. Failure to produce such
a certificate may be grounds for refusing to grant a licence. To be a current
certificate it must demonstrate that all gas appliances, flues and pipework
have been inspected by a Gas Safe registered engineer, and the certificate of
inspection must be dated within the last 12 months from the date of your
application for an HMO licence.
b. Under the Electrical Equipment (Safety) Regulations 1994, there is a
requirement that all electrical appliances supplied or provided in the course of
a business are safe. Portable appliance testing (PAT) is the term used to
describe the examination of electrical appliances and equipment to ensure
they are safe to use. You can upload a PAT certificate in section 14 of this
application.
c. An Electrical Installation Condition Report (EICR) is a periodic inspection
report on a property’s safety relating to its fixed wiring. It is mandatory to
have an EICR. To be a current certificate it must demonstrate that the
electrical installation has been inspected by a suitably qualified person, and
the certificate of inspection must be dated within the last five years from the
date of your application for an HMO licence. A suitably qualified person could
be, for example, an electrician accredited via the NAPIT Electric Inspector
Scheme. If you select ‘No’ to this question you will not be able to progress
the application.
d. Fire Alarm system - All fire alarm systems should be tested and maintained
in accordance with manufacturers’ instructions and BS 5839 under Part-1
(complex systems with fire alarm panels) and Part-6 (simple mains-interlinked
detection systems). A certificate confirming this testing should be provided to
the council.
e. Annual emergency lighting service – Full duration test (e.g. 3-hour run
down) and service undertaken by a competent professional in accordance
with BS 5266. This test should be done when the property is unoccupied, or
alternative lighting must be provided until units have re-charged. A certificate
confirming this testing should be provided to the council.
f. The Furniture and Furnishings (Fire)(Safety) Regulations 1988 cover the
following items which contain upholstery: beds, headboards, mattresses,
sofa-beds, nursery furniture, garden furniture which can be used indoors,
scatter cushions, seat pads and pillows and loose and stretch covers for
furniture.
If you provide any of these items they must be capable of passing the match
and cigarette resistance tests and be filled with specially treated foam which
burns more slowly. The only practical way of assessing this is to rely on labels
sewn into the items during manufacture. You should only answer “yes” if all
the upholstered furniture you provide has an appropriate fire resistance label.
g. Fire Risk Assessment - sufficient Fire Risk Assessment (Regulatory Reform
(Fire Safety) Order 2005 – article 9) to be reviewed frequently or on
significant change.
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h. EPC is an Energy Performance Certificate, a report that assesses the
energy efficiency of a property. To be a current certificate the EPC must be
dated within 10 years from the date of your application for an HMO licence.
Where the EPC shows that the property has a rating of F or G, you should
provide information of how you intend on improving the EPC of your property
to achieve at least EPC E.
i. Planning Regulations - If you have an HMO in the Article 4 area of
Northampton borough and own an HMO you must have or obtain planning
permission for your HMO or hold permitted rights under the Article 4
requirements. Please contact planning for further information. If you are
applying for a licence within the Article 4 area you must state if you have
obtained the relevant planning permission and upload evidence of this in
Section 14.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 10 – Tenure, Mortgage Services & Accreditation
1. If there is an outstanding mortgage on the property, then select ‘Yes’ on the dropdown arrow and provide details

2. Is the property or proposed holder accredited under any recognised Accreditation
Scheme? If ‘Yes’ is selected, then you will be asked to provide details.
a. Some Councils run voluntary accreditation schemes to promote good practice
in rented housing. For example, the Decent and Safe Homes Accreditation
Scheme (DASH). These can be either landlord or property based. If the
proposed licence holder belongs to a local authority recognised accreditation
scheme or the particular property is accredited, then this should be mentioned
here.
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3. Is the property included on any approved accommodation list or University or
College? If ‘Yes’ is selected provide the name of the University or College.
a. Approved accommodation list means not just that the educational institution
has agreed to advertise your property but that they have assessed the
property and have formed a view on its suitability and quality.

4. Please confirm that the licence holder has full autonomy to: Click the ‘Yes’ or ‘No’
boxes as appropriate.
a. Create a tenancy’ means to let a property (or part of a property) to a tenant
under the terms of an agreement without further reference to anyone else. If
‘Yes’ is ticked, then you will be required to upload a clear copy of the
agreement in Section 14.
b. Authorise Expenditure means having the power to agree that money can be
spent on building work, materials, etc., to ensure the proper management of
the property without having to seek approval from anyone else.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 11 – Plan of the Property
1. You will be required to provide adequate floor plans. If you select ‘No’ you will not be
able to progress the application,
a. An example of a simple layout plan sufficient to accompany your application
is shown below:

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 12 – Licence Holder Fit and Proper Person Details
1. Northampton Borough Council is committed to safeguarding and will robustly carry
out “fit and proper person” checks for the licence holder and any manager interacting
with the property/tenants (if separate from the licence holder). It is very important
this part is completed fully and accurately.
2. Enter the proposed licence holder’s current full residential address. Type in the
postcode and hit <Enter> or click on ‘Lookup Postcode’. Select the correct
address. An example is shown below:

3. When the correct address is selected click on ‘Use Selected’ button or the ‘Cancel’
button if you need to select another address. The ‘Date from (dd/mm/yyyy)’ box is
to entered. There is a calendar icon to select the date or this can be entered
manually using the format dd/mm/yyyy e.g. 06/07/1996 for 6th July 1996.
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4. Please answer the following questions in respect of the proposed licence holder.
Click on the drop-arrows for each question and select either ‘Yes’, ‘No’ or ‘Unsure’.

a. The Council cannot list all of the statutes this section refers to. If in doubt,
please select ‘Unsure’ and give full details in the boxes provided. The
Information will be treated in strictest confidence.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 13 – Property and Tenancy Management
1. The licence holder must also confirm (as part of the application process) that they
have read and understood the regulations on managing an HMO. We have provided
a link here to the government’s Duty of manager to take safety measures site.
2. You will need to confirm you have read and understood the regulations on managing
an HMO to progress the application.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 14 – Upload Documents
1. In this section you will be required to upload all relevant documents. The first upload
is a clear copy of a photographic ID of the proposed licence holder. Click on the
drop-down arrow and select the appropriate option.

2. In the following example “Current Photographic Driving Licence” is selected. Click on
the “Choose file” button and double click on relevant document from your computer.
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3. The passport type photograph of the proposed licence holder needs to be uploaded
as a .jpg file.

4. All other documents can be uploaded as a PDF. See the following example below.
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5. To replace an uploaded file, click on the ‘Choose file’ button and then double click
on the relevant document from your computer.

6. Double click on the relevant document

7. The new document is uploaded.
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8. Upload plans of the property by selecting the ‘Choose File’ button. These can also
be uploaded in PDF format.
9. Click on ‘Add Another’ for additional floor plans.

10. By adding another floor level plan, you will also get the option to “delete uploaded
file” or “replace” if required.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 15 – Advising others of your application
1. Under Schedule 2 contained in the Licensing and Management of Houses in Multiple
Occupation and Other Houses (Miscellaneous Provisions) (England) Regulations
2006 there is an obligation to advise other people that an application for an HMO
licence is to be submitted.
2. You must let certain people know in writing that you have made this application or
give them a copy of it.
3. Are there any interested parties or persons you must notify of your intention to apply
for an HMO Licence? Select either ‘Yes’ or ‘No’ from the drop-down arrow.

4. If ‘Yes’ is selected, you must check the Yes box to confirm all relevant persons have
been informed. This must be checked to continue the application process.
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a. NB – if you get a message about “Valid extensions are JPG,PNG,JPEG” this
is because the system is expecting a picture.

b. In this instance you will need to go back, by clicking on the ‘Previous’ button
and upload the document in the correct format.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 16 – Declaration
1. This is intended to act as a check-list so that you can be sure that you have included
all of the appropriate certificates and other documentation required. As long as you
upload clear copies you will not need to supply original certificates or reports.
2. The owner(s), proposed licence holder and manger must sign and date the
declaration to confirm that the application form has been fully and truthfully
completed. An email will be sent accordingly.
3. There is a box to add additional information if you think it may be relevant to your
application.

Once all the details are completed click on ‘Next’ button to proceed or ‘Previous’
button (if you need to go back).
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Section 17 – Notification and Declaration
1. In this section you have the option to update the signatory information by clicking on
the ‘Update’ button.
2. The ‘Review Details’ button will take you back to the start of the application to
review all your answers.

3. If you require to update the Signatory information, click in the name box and type in
the revised name.

4. Then click on the ‘Update’ button and select OK.
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5. The name will have changed.

NB – You will not be able to change the Email address
6. If you are happy with the information, click on the ‘Confirm Details’ button. The
following message will appear:

7. Click on ‘OK’ to continue or ‘Cancel’.
8. An application for an HMO licence is a serious matter and should be regarded in the
same manner as applications for other licences such those required for the sale of
alcohol, provision of entertainment or to operate a hackney carriage.
9. Please note that it is a criminal offence to knowingly supply information which is false
or misleading for the purpose of obtaining an HMO Licence. Evidence to support any
statements or information made in the HMO Licence application may be required at a
later date. If the Council subsequently discovers something which is relevant and
which you should have disclosed, or which is incorrectly or imprecisely stated or
described, the licence may be cancelled, or other action taken. This may affect other
HMO licences with which you have any connection. The Council will make robust
checks on any information you declare.
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10. You will now be asked to read the following statements. Before completing the
application, you will need to tick the “I/WE Declare that…” check box and then click
on the “Sign” button.
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11. Click on the ‘Submit’ button.

If there is more than one signatory required (e.g. the applicant and licence holder are two
different people, then you will need to click on the ‘Select’ button next to your name.

The following screen will appear. Click on the ‘Finish’ button.
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An email will be sent to the other signatories as required to sign the application form. The
application cannot progress until all signatories have signed it off. There is the option to
‘resend invite emails’ if required.

Section 18 – Payment
1. You will now be asked to pay Part 1 of the HMO Licence Fee. This payment is for
processing the application. Please note that we can not proceed with the application
until this payment is made.
2. The second payment (for administration and enforcement of the HMO Licence) is
£723. The Council will be in touch with regards this payment and any discounts that
apply.
3. For a full list of housing fees and charges, refer to the Northampton Borough Council
website.
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4. When payment is complete you will see the following message. An email will also be
sent confirming successful payment.
5. Select the ‘Complete’ button.

19. Application Complete

1. You can view your payments in your ‘Account’
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